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TRAI NI NG AND ADM NI STRATI VE OFFI CER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible, non-supervisory
position in the fire service, the primary duties of which
i ncl ude devel oping and organi zing departnental training, and
perform ng adm nistrative functions which are necessary for the
effective operation of the departnent. The Training and
Adm ni strative Officer evaluates the training needs of the
departnment, and provi des for enpl oyee training. The enployee of
this class personally conducts training, and coordinates
enpl oyee training through the Assistant Fire Chiefs, when
necessary. The Training and Adm nistrative Officer participates
in research and planning of fire departnment operations, and
makes recommendations to the Fire Chief. The enployee of this
class organizes the maintenance of departnmental records and
reports, and manages the mai ntenance and repair of equi pment and
supplies. The incunmbent of this class reports to and has work
reviewed by the Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned., neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Devel ops and organizes a training program for the departnment.
Eval uates training needs, and provides for regular enployee
training at all levels wthin the departnent. Conduct s
classroomtraining, drills and evolutions, and informal or on-
the-job training, including fire suppression; nozzles, hoses,
and firefighting equi pnent; water supplies and punp operations;
forcible entry, rescue, and first aid. Makes necessary
arrangenents with Assistant Fire Chiefs for conpany training

Provi des for outside training when necessary.

Assists the Fire Chief in the management of fire departnent
oper ati ons. Participates in the research and planning for
prograns and activities of the departnment, and recomends
procedures that help the city obtain favorable |1SO ratings.
Keeps i nformed of nodern firefighting nethods and adm ni strative
practices and recomends nanagenent policies, goals, and
obj ectives. Makes recomendati ons regardi ng the organi zati on of
departnmental operations having to do wth equipnment and
appar at us. Assists in the preparation of the departnental
operati ng budget.

Provides for the maintenance of departnental records and

reports. Periodically reviews the system for nmaintaining
departnental records and reports, and makes recommendati ons
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concerning form and
content of records and reports. Personally conpletes forns,
records, and reports as may be assigned. Wites reports.

Oversees the managenent of departnmental property and equi pnment.
Arranges for the care, maintenance, and repair of departnental
property and equipnment according to established procedure.
| nspects equi pnment to assure that maintenance and repairs are
properly acconplished. Orders and distributes supplies and
equi pnent as necessary, and mmintains the departnental
i nventory.

Perforns any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenments listed bel ow nust
be net by the filing deadline for application for adm ssion to
the test.

Must nmeet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and being a qualified el ector of the State of Louisiana.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nmedi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denonstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

Must have obtained Firefighter | certification, as defined by
NFPA 1021, Standard for Firefighter Professional Qualifications.

Prior to confirmation, must obtain certification as Firefighter
1, as defined by NFPA 1021, Standard for Firefighter
Pr of essi onal Qualifications.

Prior to confirmation, nust obtain certification as Instructor
|, as defined by NFPA 1041, Standard for Fire Service Instructor
Pr of essi onal Qualifications.

Prior to confirmation, nust obtain and maintain CPR Instructor
certification froman accredited institution or agency.

Must have not less than five (5) years of experience with a
full-tinme paid fire departnent which involved a background in
fire suppression, or fire department training, or which invol ved
adm ni strative duties.
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